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About AppleWorks GS 


AppleWorks GS combines six powerful applications into a single 
integrated software package designed to let you get the most out of your 
Apple IIGs. 


Use the AppleWorks GS word processing application for writing any- 
thing from a short memo to the chapters in your latest novel. Or produce 
customized form letters with the mail merge feature. 


Need to keep track of information? The AppleWorks GS database 
application lets you store text, numbers, dates, times, even graphics. 
Create reports showing exactly the information you need. 


Spreadsheets are for number crunching. Put the extraordinary calculating 
power and flexibility of the AppleWorks GS spreadsheet application to 
work for you. And display the results with the built-in charting function. 


Express yourself. The AppleWorks GS graphics application lets you 
explore the possibilities of your Apple IIGS by combining the best 
features of both paint and draw programs. 


Welcome to desktop publishing. The AppleWorks GS page layout 
application provides all the tools you need to prepare professional- 
looking documents that combine text and graphics. 


Communicate with another computer down the block. Or one halfway 


around the world. With the AppleWorks GS communications applica- 
tion and a modem you're ready to go on-line. 
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About the AppleWorks 
GS Manuals 


With your AppleWorks GS package you receive a set of three manuals. 
All are designed to help you learn about AppleWorks GS, but each has a 
special purpose. 


@ Getting Started with AppleWorks GS (this booklet)—An easy-to-use 
booklet designed to get you up and running with AppleWorks GS as 
quickly as possible. 


mw AppleWorks GS User’s Guide—Step-by-step instructions that intro- 
duce you to the features of AppleWorks GS. With the AppleWorks GS 
User’s Guide you can find out how to perform basic procedures using 
each of the six AppleWorks GS applications. 


mw AppleWorks GS Reference—An in-depth discussion of the commands 
and concepts in AppleWorks GS. You can consult the AppleWorks GS 
Reference for more detailed explanations of the AppleWorks GS 
commands, or for information about specialized topics not covered by 


the AppleWorks GS User’s Guide. 


If this is the first time you’ve used AppleWorks GS, begin by taking a 
look at Getting Started with AppleWorks GS. You'll find information on 
what you need to do to get ready to use AppleWorks GS on your com- 
puter. 


After that, it’s up to you. There are as many different ways to learn about 
a software package as there are people, and what may be right for 
someone else may not be right for you. AppleWorks GS is in a class by 
itself when it comes to unlocking the power and versatility of the Apple 
IIGS, and the sheer number and richness of its features might seem a little 
overwhelming at first. To begin, you might want to focus on one or two 
of the applications that you’re interested in using right away and start 
with them. Look over the material presented in the AppleWorks GS 
User’s Guide on the common AppleWorks GS procedures (chapter 1, 
“Using AppleWorks GS ”) as well as the chapter on the specific applica- 
tion. Consult the AppleWorks GS Reference whenever you have further 
questions. Once you become comfortable with one or two applications, 
you'll be ready to move on to the others as you need to learn about them. 


Throughout these manuals you'll be introduced to new terms and 
concepts that will help you use AppleWorks GS successfully. New terms 
always appear in italics the first time they appear. They’re also defined in 
the Glossary at the end of the AppleWorks GS User’s Guide. 
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What You Need to Get 
Started 


To use AppleWorks GS, you'll need the following items: 


An Apple IGS with at least one megabyte of memory 

A color or monochrome monitor 

At least one 800K 3.5-inch disk drive (two are recommended) 

The AppleWorks GS System disk(AWGS.SYSTEM) 

The AppleWorks GS Program disk (AWGS.PROGRAM) 

The AppleWorks GS Utilities disk (AWGS.UTILITIES) 

Blank disks for making backup copies of your AppleWorks GS disks 


Blank disks to use as data disks 


The following items for use with AppleWorks GS are optional: 


A printer 
A modem 


A hard disk drive (See “Installing AppleWorks GS on a Hard Disk” in 
this manual for special instructions on setting up AppleWorks GS on 


your hard disk.) 


You'll also want to be sure that you've filled out and sent in your product 
registration card. 
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If you're using a single disk drive: If you’re planning to use a single 
3.5-inch disk drive with AppleWorks GS, be sure to look over the 
section “Using AppleWorks GS with a Single Disk Drive” in this 
booklet. 
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Before You Begin 


AppleWorks GS uses the same intuitive, easy-to-use interface popular- 
ized by the Apple Macintosh. If you’re already familiar with this inter- 
face, fine. If not, make sure that you know about a few basic techniques 
before you begin working with AppleWorks GS: 


m Using the basic mouse techniques of dragging, clicking, and double- 
clicking 


@ Pulling down menus and choosing commands 
m@ Working with icons on a desktop 


m Using the computer keyboard, including special keys such as the G 
key and the arrow keys 


If you’re unsure about any of these things, you might want to hold off on 
AppleWorks GS for now and review the materials that came with your 
Apple IIGS computer. In particular you’ll want to look at: 


m Apple IIGS Owner’s Guide—particularly chapter 3, “The Mouse and 
the Keyboard” 


m Your Tour of the Apple IIGS —the training disk that came with your 
computer; this disk includes hands-on practice with the mouse 


m Apple [IGS System Disk User’s Guide—the manual that contains 
complete information about the Finder, the program you use to 
perform many basic operations with your Apple IIGs 


Once you’re comfortable with these techniques, you can return to this 
manual and continue setting up AppleWorks GS. 


About the Finder and GS/OS: The AppleWorks GS System disk includes 
the most recent version of the Finder and GS/OS—the new operating 
system for the Apple IIGs. If you are currently using an earlier operat- 
ing system on your Apple IIGS and want to learn more about the 
capabilities of GS/OS, you may wish to order an updated version of 
the Apple IIGS System Disk User’s Guide, available from your author- 
ized Apple dealer. 
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Making Backups of 
Your AppleWorks GS 
Disks 


Icon for AppleWorks GS 
system disk 


The first time you use your AppleWorks GS package, you'll want to make 
backup copies of your original AppleWorks GS disks. This involves two 
procedures: 


@ Initializing blank disks 
@ Copying your AppleWorks GS disks 


For more information: For complete information on initializing and 
copying disks, see the Apple IIGS System Disk User’s Guide. 


To Initialize a Blank Disk 


1. Place the disk labeled AppleWorks GS System in the startup drive of 
your Apple Ilcs , metal end first and label side up. 


2. Turn on your monitor. 
3. Turn on your Apple lics . 


After several seconds the opening screen of the Finder appears, followed 
by the Finder desktop. 


ay Special Calor 


4. Place a new blank disk in an empty 3.5-inch drive. 


If you are using a single-drive system, eject the AppleWorks GS System 
disk and insert the blank disk. 


A dialog box appears: 


65/05 can't read this volume. Do you want 
to initialize it? 
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The Finder displays a dialog box asking you to name the disk. 


6. Type a temporary name for the disk (for example, AWSYSTEM.COPY) 
and click OK or press Return. 


For the moment, do not give the new disk the same name as the disk you 
intend to copy. (The names of the original AppleWorks GS disks are as 
follows: AWGS.SYSTEM for the system disk, AWGS.PROGRAM for 
the program disk, and AWGS.UTILITIES for the utilities disk.) 


For the rules on naming disks in GS/OS, see the Apple IIGS System Disk 
User’s Guide. 


A dialog box appears: 


Initialize device .APPLEDISK3.5B 
as /AWSYSTEM.COPY 


ProD0s 800k 2:1 


fy 
Ta a 
WOOk 2:1 

we 


7. Choose the initialization settings as follows: 


O If you are using Apple 3.5-inch drives (the platinum drives), use the 
default settings (800K 2:1) and click Initialize or press Return. 

If you are using UniDisk 3.5 drives (the white drives), choose 800K 
4:1 and click Initialize or press Return. 


The Finder initializes the disk and displays its icon on the desktop. 
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To Copy Your AppleWorks GS Disks 
1. Make sure that you have placed the AppleWorks GS System disk in 
one drive and a blank initialized disk in another 3.5-inch drive. 


Icons from both of the disks should be visible on the Finder desktop: 


@ File Edit Yiew Special ¢aiar 


Hite 
If you are using a single-drive system, one of the disk icons will be 
dimmed. 
2. Drag the AWGS.SYSTEM icon on top of the icon of the blank disk. 
A dialog box appears: 


Completely replace the contents of 
"AWSYSTEM.COPY" with the contents of 
"AWGS.SYSTEM"? 


3. Confirm that you wish to copy the contents of the AppleWorks GS disk 
to the blank disk by clicking OK or pressing Return. 
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As the copying begins, the Finder displays a dialog box indicating how 
much information remains to be copied. 


If you are using a single-drive system, the Finder will prompt you when 
you need to exchange disks in the disk drive. To eject a disk in response 
to the prompt, press the eject button on the front of the disk drive. 


4. When you're finished copying the AppleWorks GS System disk, repeat 
the procedure by copying the AppleWorks GS Program and Apple- 
Works GS Utilities disks onto blank initialized disks. 


5. Label your backup copies for use and store your original AppleWorks 
GS disks in a safe location. 


Renaming your backup copies: Once you create your backup copies, 
rename them with the names of the original AppleWorks GS disks; 
that is, AWGS.SYSTEM for the system disk, AWGS.PROGRAM for 
the program disk, and AWGS.UTILITIES for the utilities disk. By 
renaming your backup copies in this way, you'll be able to avoid any 
confusion when the manual refers to a specific AppleWorks GS disk. 
(If you are installing AppleWorks GS on a hard disk drive, you must 
use disks with these names.) For information on renaming a disk, see 
“Renaming a Disk Icon” in the Apple IIGS System Disk User’s Guide. 
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Starting AppleWorks GS 


AppleWorks GS icon 


Once you have created backup copies of your AppleWorks GS disks, 
you're ready to start AppleWorks GS. 


To Start AppleWorks GS 


1. Place the copy of your AppleWorks GS system disk in the startup drive 
and a copy of your AppleWorks GS program disk in an empty 3.5-inch 
disk drive. 


2. Turn on your monitor. 
3. Turn on your Apple Ilcs. 
The Finder desktop appears with the AppleWorks GS icon visible. 


Ce 


AWGS. PROGRAM 


HN MERE 
Moin 


If you’re using a single-drive system, start up your Apple IIGS with the 
system disk and then place the program disk in the drive. 


4. Double-click the AppleWorks GS icon. 
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Open which file ... All AppleWorks GS Files 


ae Xia @ & a 


/fwgs.Program/ /Awgs.Program/ 


From this dialog box you can open any AppleWorks GS application or 
document. 
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Where to Go from Here 


At this point you’re probably eager to move ahead with learning more 
about AppleWorks GS. Good. Your next stop should be the AppleWorks 
GS User’s Guide, which will introduce you to the basic features and 
operations of each of the different applications. 


You may, however, want to take a few extra minutes to review the 
following information that might apply in special situations. 


@ If you’re planning to use AppleWorks GS with a computer system 
with a single disk drive, look over the section “Using AppleWorks GS 
with a Single Disk Drive” in this booklet. 


@ If you want to install the AppleWorks GS programs and files on a 
hard disk, see “Installing AppleWorks GS on a Hard Disk” in this 
booklet. 


@ Ifyou have more questions about installation (for example, how to use 


AppleWorks GS with AppleTalk), see appendix A, “Special Installa- 
tion Information” in AppleWorks GS Reference. 


A final reminder: Have you sent in your registration card yet? It’s 
included in the pamphlet entitled “Support, Service, and Registra- 
tion” that came with your AppleWorks GS package. This pamphlet 
also tells you how to contact us if you have any questions or comments 
concerning the product. 
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Although we recommend using AppleWorks GS with a computer system 
that has at least two 3.5-inch drives, it’s certainly possible to use all the 
program’s features with a single-drive system. Of course, an obvious 
drawback to using a single-drive system is the need to switch between the 
program disk (which contains the AppleWorks GS programs), the system 
disk (which contains files needed by AppleWorks GS such as the system 
tools, the font files, and the printer drivers), and occasionally, the 
utilities disk (which contains the dictionary files for the spell checking 
and thesaurus functions) during certain operations. 


Once you start up the program, AppleWorks GS always prompts you 
when you need to switch disks in the disk drive, so you never have to 
worry about which disk to use. (Once you load your applications, you'll 
probably find it convenient to keep your system disk in the disk drive.) 
You can, however, minimize the need to swap disks by taking a few 
simple steps. 


First of all, you’ll want to use the Configure command on the @ menu to 
specify which applications AppleWorks GS should load into memory 
each time you start up the program. (The Configure command is dis- 
cussed in chapter 1, “AppleWorks GS Commands,” in AppleWorks GS 
Reference.) This should reduce the need to switch between the program 
and the system disk, particularly if you only use one or two of the 
applications on a regular basis. 


You may also want to consider creating simpler documents. Since all the 
font files AppleWorks GS needs are included on the system disk, creating 
complex documents using many different types of text fonts and sizes will 
require you to keep the system disk handy to load additional fonts into 
memory as they are needed. 
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Installing AppleWorks GS 
on a Hard Disk 


If you wish to install AppleWorks GS on your system’s hard disk, you 
must use two utilities included on your AppleWorks GS utilities disk. 
m Use the Installer utility to install GS/OS; update the printer drivers, 


fonts, and system tools necessary to run AppleWorks GS; and copy 
your AppleWorks GS program and dictionary files. 


mw Use the AWGS.INSTALL utility to modify the icon file on the root 
directory of your startup disk. 


Once you have completed the installation procedure, you can open 
AppleWorks GS documents at any time by simply double-clicking their 
icons on the Finder desktop. 


You can use these utilities to install AppleWorks GS on any hard drive 
using either GS/OS or ProDOS 16, version 3.1 or 3.2. (If you are using 
another operating system on your hard disk, consult your authorized 
Apple dealer.) 


For more information: For more information about using the Installer, 
see the booklet Apple IIGS System Tools. This booklet comes with 
current versions of the Apple IIGs; if you didn’t receive one with your 
Apple IIGs, you can obtain a copy from your Apple dealer. 


To Install AppleWorks GS on a Hard Disk 


1. With the Finder desktop visible, place a copy of the AppleWorks GS 
utilities disk in an empty drive. 


The Finder displays the icon for the utilities disk on the desktop. 
2. Double-click the icon for the utilities disk to open it. 


The Finder opens a window containing icons for all the files on the 
utilities disk. 


3. Double-click the icon labeled Installer. 
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A dialog box appears: 


SSS l tthaadhe —_—_—_=SS== === 
Volume to update: /HD.1 
HD.1 


AppleWorks 6S and System Fi 


Please select the desired update and the C ten) 


volume or folder where you want to 


install it. i Ren Folder 


4. Verify that AppleWorks GS and System is selected in the list on the 
left of the dialog box. 


5. Specify where you want to install the AppleWorks GS applications. 
To install on a different disk, click Volume. 
6. Click Install. 


The Installer installs the files on the disk you specified, asking you to 
insert the appropriate disk when necessary. When the operation is 
complete, the Installer returns you to the Finder. 


7. If necessary, insert the copy of the AppleWorks GS utilities disk in an 
empty disk drive again and open the disk icon. 


8. Double-click the icon labeled AWGS.INSTALL. 


This utility modifies the icon file on the root directory of the current 
startup disk (asking you to insert the AppleWorks GS system disk if it 
can’t find it) and returns you to the Finder when the operation is 
complete. 


Once you have completed installing AppleWorks GS on your hard disk, 
you'll be ready to turn to the AppleWorks GS User’s Guide, which 
introduces you to the basic functions of the AppleWorks GS applica- 
tions. 
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